How to edit, change, or delete a Credit Card on your Online Account

This information will help you update your credit card expiration date, change credit card information, or delete a credit card on your online account.

Things you will need to change your Online Credit Card:

e Your online sign on information for you Online Customer Portal Account
e  You must have at least 1 Credit Card set up in the My Wallet tool on the Customer Portal (See How to Add a Credit Card to your Online Account)

Step-By-Step Guide:

Step 1 - Login

e  From our Utility Billing web page click on Online Payment

e On the Client Portal screen enter your email and password, then click on Login
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To edit, change, or delete your Credit Card you have two options. You can click the “My Wallet” icon or “Pay My Bill” icon. To edit, change, or delete your Credit Card using
the “My Wallet” icon start at Step 4. To edit using the “Pay My Bill” icon method start at Step 2.

Step 2 - Click on the "Pay My Bill" icon.
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Step 3 - Select the accounts you wish to pay and click the continue button
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Did You Know?

You can schedule automatic payments!
Click the "AutoPay" option and easily set up recurring payments

Are you currently making automatic payments through the City's
Direct Debit program? If you would like to make future payments
using your credit card please remember to call 303-538-7370 to
be removed from the Direct Debit program.

Please be aware that if you participate in the BUDGET BILLING
program with the City of Thornton your account balance is
showing your settle-up amount not your actual budget bill. Please
pay the amount listed on your last bill not the amount listed on
this payment portal. Contact the Utility Billing Office at 303-538-
7370 if you have questions.
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Step 3 — You can either click on “Add new” or click on the “My Wallet” icon to add a credit card
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Did You Know?

You can schedule automatic payments!
Click the "AutoPay” option and easily set up recurring payments

Are you currently making automatic payments through the City's
Direct Debit program? If you would like to make future payments
using your credit card please remember to call 303-538-7370 to
be removed from the Direct Debit program.

Please be aware that if you participate in the BUDGET BILLING
program with the City of Thornton your account balance is
showing your settle-up amount not your actual budget bill. Please
pay the amount listed on your last bill not the amount listed on
this payment portal. Contact the Utility Billing Office at 303-538-
7370 if you have questions.



Step 4 — On the My Wallet screen, select the Payment Method you wish to change, then click on the Edit button on that payment method
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Step 5 - Make changes to the Payment Method then click the "Confirm" button, or remove that credit card from the account by clicking on "Remove Payment Method"
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Step 6 - Once done you will be returned to the My Wallet screen. Click on “Pay My Bill” to making a payment, or click on “Log out” to end the session

** If you have AutoPay setup — after you have completed all steps go into “AutoPay” then select the recently updated Credit Card, then click “Confirm” taking
this step allows AutoPay to point to the correct/ recently updated card information. **



